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Objectives

At the end of this training, attendees should be able to:

understand the USDA requirements for ADE’s oversight of the verification process;

understand the details of each phase of verification in order to successfully complete all necessary
actions;

be familiar with the verification timeline to ensure compliance with all deadlines; and

be prepared to submit the Verification Summary Report (VSR) through ADEConnect.



Eligibility Manual for School Meals
Determining and Verifying Eligibility

The instruction within this Online Course is based on
guidance from USDA's Eligibility Manual For School
Meals, 2017.

Verification information can be found on pages 97-118.
It is recommended to review this manual in addition to

taking this course for complete guidance on processing
household applications. Click here to access the manual.



https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd

Throughout this course, there will be comprehension quiz questions to test
your knowledge and help you apply what you're learning.

Be sure to review these quiz questions and answers available within the
guide.

This icon will indicate a comprehension quiz question, and the background of

the slides will be blue like you see on this slide.
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Introduction to
Verification



What is Verification?

Verification is the process of confirming eligibility for free and
reduced-price meals.

Introduction

Verification is only required when eligibility is determined through
the household application process, not through direct certification.




Introduction

What is Verification?

All year, completed household
applications are approved at face value.

A small sample of household applications
are selected for verification, and
documentation is requested from the
household to verify that the information
on the application is accurately reported.

The following are subject to verification:
« Case number applications

» Foster applications

« Income applications (free)

« Income applications (reduced)

ADE Household Application for
Free and Reduced-Price Meals



Introduction

Why is verification important?

Checks and balances:

Since applications are approved at face value, the NSLP must
have a system to support the accuracy of self-reported data from
the households.

If the documentation provided from the household matches their
household application, it supports that self-reported data does
ensure free and reduced-price meals are provided only to eligible
children.
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Introduction

Ameliorative Action

Because the purpose of verification is to ensure that the information
provided on the household applications is accurate, USDA requires
ADE to analyze the results of verification each year. This analysis
looks at which SFAs submitted the report with errors and/or had
high numbers of applications change or terminate eligibility status
due to the verification process (“high change/termination rate”).

USDA requires each State agency to create an Ameliorative Action
Plan to provide heavy oversight and technical assistance for SFAs
that had a high change/termination rate for verification. The intent of
Ameliorative Action is to improve the accuracy of the information
that is provided on applications, as well as improve the timeliness
and accuracy of data in the VSR.
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Introduction

Ameliorative Action

ADE complies with USDA's requirement by providing training and
technical assistance to SFAs who have been placed on the
Ameliorative Action Plan based on the previous year’s verification
reporting.

SFAs are placed on the Ameliorative Action Plan if they meet one or
more of the following criteria:

1. Had a high termination/change rate

2. Did not submit the report by February 1st

3. Verification activities were not completed by November 15t
4. Incorrect sampling method chosen

5. Selected an incorrect sample size

SFAs will be notified via memo if they are placed on the Ameliorative
Action Plan.
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True or false: All applications on file need to be verified.

A. True
B. False




True or false: All applications on file need to be verified.

A. True
B. False

Only a small sample of the household applications are selected for verification.
This sample includes case number, foster, and free and reduced household
applications.
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Which of the following criteria will place an SFA on the Ameliorative Action Plan?
Select all that apply.

Had a high termination/change rate

Did not submit the report by February 1st

Verification activities were not completed by November 15
Incorrect sampling method chosen

Selected an incorrect sample size

moowr>
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Which of the following criteria will place an SFA on the Ameliorative Action Plan?
Select all that apply.

Had a high termination/change rate

Did not submit the report by February 1st

Verification activities were not completed by November 15t
Incorrect sampling method chosen

Selected an incorrect sample size

moowpr

USDA requires ADE to provide heavy oversight and technical assistance for
SFAs who met one or more of these criteria based on the previous year’'s VSR

submission.
a 16




Introduction

Verification Phases

The verification process has four phases, with each phase having an
individual timeline.

* Phase 1: Prepare
 Phase 2: Calculate and Select

« Phase 3: Verify

* Phase 4: Report

=0 8a

VERIFICATION

17



Introduction

Verification Phases

5D

Calculate

Prepare & Select

Verify Report

Phase 1: Prepare
 Inthis phase, organize all approved applications.
Phase 2: Calculate and Select

 Inthis phase, determine and select how many applications will be
verified.

18



Introduction

Verification Phases

5D

Calculate

2 Select Verify Report

Prepare

Phase 3: Verify

« Inthis phase, perform the process of verification, including
conducting direct verification on the selected applications and
contacting the households not directly verified.

Phase 4: Report

* Inthis phase, log into ADEConnect to submit the Verification
Summary Report in CNP Verification Reporting.

19



Verification Timeline

Phase 2 & BL Phase 4:

Introduction

Phase 1:

September October 1- November 16-

November 15 February 1
. J \ J - J

Verification phases begin on September 15t and end on February 15t

« There are multiple deadlines throughout the verification process
that will be explained in this training.

* Please note that if a due date for verification falls on a weekend or
holiday, the due date will be extended to the following business day.

20



Verification Best Practices Calendar

Follow along with the verification process and stay on track with
every task and deadline with ADE's Verification Best Practices

Introduction Calendar’

VERIFICATION BEST PRACTICES CALENDAR SCHOOL YEAR 2021-2022

PHASE 2: Calculate and Select Applications
Starts October 1

Study up on Verification
[ Attend the Verification Review for School Year 2021-2022 webinar.

[] Review the Online Course: Verifieation Review.

D Review the USDA Student Eligibility Manual for School Meals (Section 6 begins Verification guidance)
PREPARE

[ Complete/Review the Student and

[ Conduct Direct Certification again (best to find all matches before Verification!).
[] Use Verification Counting Cheat Sheet and count number of paper applications on file as of October 1:

[ Categorically free applications (Case number, Foster)

[] Free by income applications

[ Reduced by income applications

[ Did NOT count any applications for students that were directly certified

[ Did NOT count any applications that have been copied

[ Did NOT count any that are (missing total members, signature, etc.)
[] Count the number of error prone applications on file as of October 1

CALCULATE
E Review the Verification Non-Response Rate Report
« If your LEA is highlighted in green, you can use any sampling method (Standard, Alternate 1, or Alternate 2).
= If your LEA is not highlighted in green, (no highlight or yellow), must use Standard sampling method.

Does your LEA qualify for use of an alternative sample size (green)? (yes orno)

oo

Choose sampling method (Circle the method you plan to use):
+ Standard or Alternate1 or Alternate 2

Use the Verification Sample Size Caleulator in CNP Verification Reporting (must have access in ADEConnect—

see Phase 4) 1o determine how many applications need to be selected for Verification. (In the calculater, select

asampling method and enter the total number of applicatiens on file as of October 1. The calculator will

automatically round up to the correct sample size).

SELECT APPLICATIONS

[J Randomly select the correct number of applications provided by the ADE Verification Calculator.

[ Applications selected are eror prone (if Standard or Alternate 2).

m]

*If you need assistance with calculating how many applications should be verified, email ContactHNS@azed.gov to reach a Health and Nutrition Services Specialist. '

PHASE 4: Report
November 16 - February 1

. October - 15
'VERIFICATION ACTIVITES: October 1- November 15

[] Printand attach a Verification Tracking Form for each application being verified. Follow the steps on the
Verification Tracking Form for each application selected.
= Conduct Confirmation Review.

*  Run Direct Verification

= If household is not verified in Direct Verification, send a Notice of Verification (English/Spanish) to
household, review submitted by and send a Letter of Verification Results
(Englishy;

« Utilize the Sources of Income: (English/Spanish) when reviewing

m
documentation submitted by household.

[ Count the number of students on file as of October 31 (November 1 for SY 21-22):
[ Students and extended household members directly certified through CNP Direct Certification with SNAP
D Students and extended household members directly certified through CNP Direct Certification with TANF
[ Students and extended household members directly certified through CNP Direct Certification with FDPIR
[] Students directly certified as homeless, migrant, runaway, Head Start, or Foster
[J Students free due to a case number or foster application
[J students free by income applications
[ Students reduced by income applications

END OF VERIFICATION: November 15 REPORT
All Activities must be [0 Centact your Entity Administrator and
request the CNP Verification Reporting
Verification is complete when: application be added to your ADEConnect
+ Household is verified in direct verification. account
* Household responded; LEA received [ Begin Verification Summary Report in
documentation that confirmed eligibility. ADEConnect.
« The household indicates, verbally or in writing, that [] Submit Verification Summary Report to ADE
it no longer wishes to be certified as eligible for no later than February 1
free or reduced-price meal benefits, and Letter of
Verification Results is sent i *If you need assistance submitting your
« Household responded, received documentation | Verification Summary Report, training will be

that changed. Verification is complete when Letter
of Verification Results is sent to
Househeld did not respond - Verification is

complete when Letter of Verification Results is sent
to household. -

available virtually in the form of webinars and/or
gs with a Health and Nutrition
Services Specialist.

Verification | Revised September 2021 | Arizona Department of Education | This institution is an equal opportunity provider
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https://www.azed.gov/sites/default/files/2021/09/Verification%20Best%20Practices%20Calendar.pdf

Phase 1:
Prepare for
Verification

September - October 1




Phase 1: Prepare for Verification

During Phase 1, SFAs will:

Count the total number of applications on
file

Count and categorize applications by case
number, foster, free by income, and
reduced by income

Complete best practices shared
throughout this training to ensure the
correct number of applications are chosen
for verification

23



Best Practice: Student Eligibility
Checklist

Before counting the number of applications Student Eligibility
on file, it is recommended that ADE's Student Checklist
Eligibility Checklist is completed.

7. Atleast one person in our organization has access to Yes No
ADEConnect and can use GNP Direct Certification/Direct
Verification.

2. Ran CNP Direct Certification for our entire enroliment. Yes No

Search method used:

M M M a. Oursite only extended eligibility benefits to siblings of Yes No
([ ] O l I ave l IeS IO I l S O I I I S ‘ : eC I S students who matched on SNAP, TANF and/or FDPIR.
) b. Our site did not extend eligibility benefits to siblings of Yes Ne

students who matched on foster, migrant or homeless.

. . . 3. Printed or saved the CNP Direct Certification Mateh results. Yes No
ease contact your assigned specialist e il il
. entolled inthe Head Start Program
5. Reviewed Notice to Provider document that was submitted for Yes No N/A
Foster children.
6. Reviewed documentation submitted for children from a liaison for Yes No N/A
homeless, migrant or runaway status.
7. Reviewed SNAP, TANF and/or FOPIR letters submitted by the Yes No N/A
household for children receiving assistance programs.
8. Processed all i checking for
a. We utilized a date stamp to indicate when applications Yes No
were received
b. We ensured all case numbers were validated for Yes No
assistance pregrams in Arizona (SNAP/TANF being &
digits or less o FOPIR based on Indian Tribal
o
T We ensured the fofal household members box was filed Yes No
out and that there was Social Security Number
infarmation on all income
d._We ensured all contained an adult signature. Yes No
& Wehave only certified homeless, migrant, and runaway Yes No
applications for free meal benefits if we received
from the liaison
f__We marked which were error-prone. Yes No
9. Entered all case numbers listed on case number applications Yes No

through CNP Direct Certificati

This instiuion i

24


https://www.azed.gov/sites/default/files/2017/06/StudentEligibilityChecklist.pdf

Best Practice: Conduct Direct Certification

To potentially reduce the total number of applications onfile, it is
best practice to conduct direct certification (DC) on or close to
October 1 (the beginning of Phase 2).

« A household application will not be subject to verification if a
student is a match in DC. These applications would be removed
prior to determining the verification sample size.

« The Benefit Issuance Document (BID) needs to be updated after
new matches in DC have been identified in order to reflect the
most up to date information.

* Remember to also search the case numbers on the case number
applications! If the case humbers match in DC, those applications
are no longer subject to verification and those students become

directly certified.

Please note that case numbers that do not match in DC are still free
applications that are subject to verification, as long as the case numbers
appear to be valid.

25



What best practices should be completed during Phase 1 of Verification?

A. Print the tracking form, contact the households and conduct verification.

B. Complete the Student Eligibility Checklist, conduct direct certification and
organize all of your applications.

C. Count all the students, contact every household and submit the online report.

0



What best practices should be completed during Phase 1 of Verification?

A. Print the tracking form, contact the households and conduct verification.

B. Complete the Student Eligibility Checklist, conduct direct certification and
organize all of your applications.

C. Count all the students, contact every household and submit the online report.

By completing the Student Eligibility Checklist, conducting Direct Certification
and organizing the applications, LEAs are ensuring that they are able to get the

correct application count required for verification.
0 27




Count Your Applications

Determine the number of applications on file as of October 1 after
DC has been conducted.

Remember that not all applications are subject to verification. Use
ADE’s Verification Counting Cheat Sheet to help you identify which
applications are subject to verification.

Please note: You are counting applications, not students.

Verification Phase 1: Prepa

Verification Counti-n.g Sheet

AHHEREROEER

SNAP Agency Letter F
“if household completed an application prior to the child being directly certified, the application would be filed with all other directly certified
applications and nol be included in the verification sample

28


https://www.azed.gov/sites/default/files/2017/06/VerificationCountingCheatSheet.pdf

Subject to Verification

Refer to the chart below to identify which applications are subject to
verification.

Applications Meal Benefits Subject to Verification

Case Number Application Free

Foster Application Free Yes
Income Application Free Yes
Income Application Reduced Yes

29



Not Subject to Verification

Refer to the chart below to identify which applications and students
are not subject to verification.

Phase 1

Income Application Paid

ctudem(y matching in oG it i
Students who have matched in DC Free No
Students confirmed by their - Free No
Homeless/Migrant/Runaway liaison

Students with a Notice to Provider (Foster) Free No
Students enrolled in Head Start/Even Start Free No
Students with a TANF/FDPIR Agency Letter Free No

Students with a SNAP Agency Letter Free No




Which of the following is not subject to verification?

A. Household application certified for reduced-price.

B. A free household income application with a household containing three
members. On 8/17, one student matched in DC and the other student did not
match.

C. Household application certified for free based on a case number.

o




Which of the following is not subject to verification?

A. Household application certified for reduced-price.

B. A free household income application with a household containing three
members. On 8/17, one student matched in DC and the other student did not
match.

C. Household application certified for free based on a case number.

Anytime a student is a match in SNAP, TANF, or FDPIR, all students in the
household are directly certified. Any students who are directly certified are not
subject to verification, even if the household turns in an application.

o




Phase 2;
Calculate &

Select
Applications

Begins October 1




Phase 2: Calculate & Select
Applications

During Phase 2, SFAs will:

« Determine which sampling method your
LEA qualifies for based on the Verification
Non-Response Rate Report

« Locate the ADE Verification Sample Size
Calculator

« Calculate how many applications will need
to be verified

34



Determine Your Sampling Method

SFAs will use the Verification Non-Response Rate Report to
determine which sampling method to use.

The sampling method will determine how many applications SFAs
are required to select for verification.

ADE posts the Verification Non-Response Rate Report annually on the
NSLP website under the “Required State Reporting” accordion.

The report will show the SFA if they are eligible to use an alternative
sampling method based on the results from the previous year's
Verification Summary Report (VSR).

Arizona Local Education Agencies Verfication Non-Response Rate Report
IMPORTANT - How to Determine Your Eligibility for Use of an Alternative Sample Size in 2020-2021

1) Sponsors highlighted in Green qualify for use of an alternative sample size during the 2020-2021 Verification reperting period.

2 Sponsors highlighted in Yellow DO NOT gualify for use of an alternative sample size due to Verification reporting emors. *

3) Remaining Sponsors DO NOT qualify for use of an alternative sample size, due either to Verification reporting emors or to an insufficient response rate. *
If you DO NOT qualify for use of an altemative sample size you MUST use the Standard sampling method for your 2020- 20271 Verification reporting.

ADE Verification Non-Response Rate Report Header

35


https://www.azed.gov/hns/nslp

Determine Your Sampling Method

On the Verification Non-Response Rate Report, Local Education Agency
(LEA) names shown in qualify to use an alternative sampling
method.

Those who qualify to use an alternative sampling method are the LEAs
who had a low percentage of households who did not respond to the
verification process during the previous school year.

LEAs who are eligible to select an alternative sampling method can
choose from Standard Sampling, Alternate 1 (Random Sampling) or
Alternate 2 (Focused Sampling).

LEAs who do not qualify to use an alternative sampling method will be
shown in yellow or white and must use Standard Sampling.

Arizona Local Education Agencies Verfication Non-Response Rate Report
IMPORTANT - How to Determine Your Eligibility for Use of an Alternative Sample Size in 2020-2021

1) Sponsors highlighted in Green qualify for use of an alternative sample size during the 2020-2021 Verification reperting period.

2 Sponsors highlighted in Yellow DO NOT gualify for use of an alternative sample size due to Verification reporting emors. *

3) Remaining Sponsors DO NOT qualify for use of an alternative sample size, due either to Verification reporting emors or to an insufficient response rate. *
If you DO NOT qualify for use of an altemative sample size you MUST use the Standard sampling method for your 2020- 20271 Verification reporting.

ADE Verification Non-Response Rate Report Header 36



How will LEAs know if they qualify to use an alternative sampling method?

A. The LEA name will be shown in green on the Verification Non-Response Rate
Report.

B. The LEA will be shown in white on the Verification Non-Response Rate Report.

C. Look at the last claim in CNPWeb.

o



How will LEAs know if they qualify to use an alternative sampling method?

A. The LEA name will be shown in green on the Verification Non-Response Rate

Report.
B. The LEA will be shown in white on the Verification Non-Response Rate Report.

C. Look at the last claim in CNPWeb.

ADE posts the Verification Non-Response Rate Report annually on the NSLP
website. The LEA name will be highlighted in green to indicate they have

qualified to use an alternative sampling method.
0 38




Sampling Methods

The sampling method is the calculation used to determine how
many applications you need to select for verification.

« Always round up at the end of the calculation.

 Itis important to verify the exact number of applications the
calculation reflects.

* Please note that some sampling methods require you to select

from error-prone applications for verification.

39



Sampling Methods

As indicated on the Verification Non-Response Rate Report, LEAS
who do not qualify to use an alternative sampling method must use:

« Standard Sampling.

As indicated on the Verification Non-Response Rate Report, LEAS
who do qualify to use an alternative sampling method can choose
from:

« Standard Sampling
 Alternate 1: Random Sampling

« Alternate 2: Focused Sampling

40



True or False: Any LEA can use Alternate 1: Random Sampling.

A. True
B. False- No LEA can use Alternate 1. Random Sampling
C

. False- Only LEAs who qualify to use an alternative sampling method can
choose this option.

o



True or False: Any LEA can use Alternate 1: Random Sampling.

A. True
B. False- No LEA can use Alternate 1. Random Sampling
C

. False- Only LEAs who qualify to use an alternative sampling method can
choose this option.

The LEAs who qualify to use an alternative sampling method can choose from
Standard Sampling, Alternate 1: Random Sampling, or Alternate 2: Focused

Sampling.
0 42




Standard Sampling Method

This method must be used if the SFA is operating in their first year or
if they do not qualify to use an alternative sampling method.

SFAs using this method must select 3% of the applications to verify.
The selected applications must be from those marked as error-
prone.

« Error-prone applications are those where the income falls within
the error-prone range for income and household size.

« This may have been noted when the applications were initially
certified.

« If they were not previously identified, please print the Error-Prone
Worksheet, review all income applications and indicate which
ones are error-prone.

Error-Prone

Guidelines 43



Standard Sampling Method

The Error-Prone Worksheet can be found on
the NSLP webpage under Program Forms Ervor-Prone Guidelines

e July 1, 2020 - June 30

and Resources: Eligibility Documents for

whether an income application is error-prone.

Child Nutrition Programs

FREE

School Meal Benefits: Verifying Household

Household | Max Min Max Min Max Min

Min Max Min M
Amount | Amount | Amount | Amount

Size Amount | Amount | Amount | Amount | Amount Amount

. . 1 319t0 29593 638 to 501.85 602 to 642 1383101283 16588 to 15.388

App I ICatI O n S z 4311040703 862 1o 81585 93410884 1668 101768 Z2aiztoziziz
° 3 5431061903 | 108610103085 | 1177to1127 2353102253 28236 10 27.036

4 6551063103 | 131010126385 | 1420t0137/0 | 2830t02730 | 34060t032860

5 7671074303 | 153410148785 | 1662to1612 3324103224 30.884 to 38,684

. . 6 8751085603 | 175810171185 | 1005t01856 | 3800103700 | 45708to 44508

° Please remem ber that thlS Worksheet W|” PR T FT-rerycerey perverres-a Ry e
8 1103 t0 107993 2206 to 2150.85 2390102340 4.780t0 4.680 57.356 to 56,156

REDUCED

i
only need to be used if error-prone

Household
Size

Max Min Max Min Max Min Max Min Max Min
Amount | Amount | Amount | Amount | Amount | Amount | Amount | Amount | Amount | Amount

. .
1 45410 43093 go8 to 86185 98410034 106810 1868 23.606 to 22.406
appilications nave not aiready been iosss | ioviose | Lot | Stz | aaarioste

2
3 7731074993 1546 10 1.499.85 1675 to 1625 334910 3.249 40,182 to 38 g82
* L 4 933to0993 | 186510181885 | 2020to1070 | 4040to3940 | 4BavotoszZTo
I d e nt I fl ed 5 100210106803 | 218310213685 | 2365to2315 | 4730l0ab30 | s675Btosssss
* 6 12510122703 | 250210245585 | 271to2661 542105321 | 65046 to 63.846
7 14110138703 | 282110277485 | 305603006 | GuzteGow 733341072134
8 1570t0154693 | 3140103.09365 | 34o1to33st | GBoztobyoz | BubazioBoszz

y - Enor-prone appiications are those applicatons whers
imits for arnual income

- fals

between the incame slgibilty imits an $1200 of he income eligbily

Monthly - Errcr-prane appications are thase applications where income falls between the income eligilty bmits and S100 of the income sligbilly limits
for monihly income.
2xMenth

@ applications are thase applicalions where Inceme alls between the income slgilly liits and S50.0f the inceme eligibiay imits
ne.

Bi-Waekly- Erroe-prine applications are thoss SEGICENONs wher incame fals between the income slobilly
s for b

it S4815 of the income elgblity

‘Weeldy - Error-pron applications are those applications where income falis betwesn the income
imas for weekly income:

sy Lmits and £2307 of the incame eligbilty

Example




Standard Sampling Method Example

Let’s practice an example.
1,100 income applications (62 are error-prone)

72 case number applications
2 foster applications
=1,174 total applications subject to verification
Total applications x 3%
1,174 x .03 = 35.22 (always round up = 36 applications to verify)

The SFA in this example will need to randomly select 36 applications
out of the 62 error-prone applications on file.

Please note: If there are not enough error-prone applications to meet
the requirement, SFAs must verify all error-prone applications and
then select additional applications at random to meet the required
number.
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Alternate 1: Random Sampling Method

Only SFAs who qualify to use an alternative sampling method can
use this option.

SFAs using this method must select 3% of the applications to verify.
The SFA must randomly select from all case number, foster and
free/reduced income applications.

« The benefit of this sampling method is that the SFA does not
need to identify error-prone applications, but instead is able to
select from all applications.

Example 46




Alternate 1: Random Sampling Method Example

Let’s practice an example.
1,100 income applications (62 are error-prone)

72 case number applications
2 foster applications
=1,174 total applications subject to verification
Total applications x 3%
1,174 x .03 = 35.22 (always round up = 36 applications to verify)

Remember that error-prone applications do not need to be identified
for this calculation method.

This SFA must randomly select 36 applications from all case
number, foster and free/reduced income applications.

47



Alternate 2: Focused Sampling Method

Only SFAs who qualify to use an alternative sampling method can
use this option.

In this method, SFAs must select 1% of the total applications (from
the error-prone applications) and 0.5% of the case number
applications to verify.

« The benefit of this sampling method is that it reduces the number
of total applications the SFA will need to verify.

Example 48




Alternate 2: Focused Sampling Method Example

Let’s practice an example.
1,100 income applications (62 are error-prone)

72 case number applications
2 foster applications
=1,174 total applications subject to verification
Total applications x 1%
1,174 x .01 = 11.74 (always round up = 12 error-prone applications to verify)
+
Total case number applications x 0.5%

72 x .005 = 0.36 (always round up = 1 case number application to verify)

= 12 error-prone applications + 1 case number application = 13 total

applications to verify

49



Does the sampling method make a difference?

Using the application counts in the previous examples, let's compare
the number of applications needed to be verified in each of the

sampling methods.

Standard 3% of total applications

Alternate 1:

O/ . .
Random 3% of total applications

1% of total applications
+ 0.5% of case number
applications

Alternate 2:
Focused

36 (chosen from error-
prone)

36 (chose from total
applications)

13 applications (12
error-prone and 1 case
number)

Calculation # °f Applications to
Verify

SFAs are able to
select from all
applications and not
have to track/identify
error-prone.

SFAs are able to
select from a smaller
sample size of
applications;
therefore, they will not
have to verify as many
applications.

50



Verification Sample Size Calculator

ADE provides a Verification Sample Size Calculator to calculate the
required number of applications to be verified for that LEA.

It is best practice to use this online calculator for verification to
ensure the correct number of applications are being verified.

To access the calculator, the SFA must have permissions to the CNP
Verification Reporting application through ADEConnect.

Users who do not have access to CNP Verification Reporting must contact
their Entity Administrator to grant access to this application.

Applications
[Hide All]
Arizona Department of Education (79275) [-1
CNP Direct Certification / Direct Verification we
@erificatior‘ Rep@ wZ
CNPWeb we
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Verification Sample Size Calculator

The Verification Sample Size Calculator is located on the right-hand
side of the CNP Verification landing page.

Arizona Department of f Education
Welcome to

CNP Verification

\\\\\\\\\\\\
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Verification Sample Size Calculator

Links to the calculators for the three sampling methods are at the

bottom of the page.

E FA Verification H Calculators » B Reports » "D History

Sample Size Calculators

Instructions

This Verification Sample Size Calculator is After determining the sampling method you
provided as a tool to help you ensure that intend to use, select the appropriately labeled
your minimum Verification sample size is tab above, and then enter the number of
calculated correctly. approved applications on file as of October

‘Ist, per the instructions given. The number of
Each SFA must determine which Verification applications you are required to verify will
automatically be calculated based on the
information you enter.

sampling method they are qualified to use by
first finding their
from the previous school year.

Calculator Links

Verification Sampling Methods
* Standard
* Alternate 1 - Random

® Alternate 2 - Focused

/ Tools » & Logout

n Jessica Krug from ADE

Refer to the
for additional details regarding the
Verification process,

For additional resources see the

Calculator
Examples
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Verification Sample Size Calculator

First, let's practice with the Standard Sampling calculator. Click on
the link for Standard.

E FA Verification H Calculators » B Reports » "D History / Tools » & Logout

n Jessica Krug from ADE

Sample Size Calculators

Instructions

This Verification Sample Size Calculator is After determining the sampling method you Refer to the
provided as a tool to help you ensure that intend to use, select the appropriately labeled for additional details regarding the
your minimum Verification sample size is tab above, and then enter the number of Verification process,

calculated correctly. approved applications on file as of October
‘Ist, per the instructions given. The number of
applications you are required to verify will

D wling el iy 2 quuellite) e by automatically be calculated based on the

first finding their

from the previous school year.

For additional resources see the

Each SFA must determine which Verification

information you enter.

Calculator Links

Verification Sampling Methods

* Standard
* Alternate 1 - Random

® Alternate 2 - Focused

54



Verification Sample Size Calculator

There is a white box on the right side of the calculator. In this box,

enter in the total number of applications on file as of October 15t that
are subject to verification.

Standard

Calculator
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Verification Sample Size Calculator

The number of applications to be verified will be calculated and
shown in the blue box.

Remember, for this sampling method, error-prone applications must be
identified and selected for verification.

Standard

Calculator

Total Number of Approved Applications on file as of October 1st: 1174
Total Number of Applications to Verify:




Verification Sample Size Calculator

Next, let's practice with the Alternate 1: Random Sampling
calculator. Click on the link for Alternate 7T — Random.

E FA Verification H Calculators » B Reports » "D History / Tools » & Logout

n Jessica Krug from ADE

Sample Size Calculators

Instructions

This Verification Sample Size Calculator is After determining the sampling method you Refer to the

provided as a tool to help you ensure that intend to use, select the appropriately labeled for additional details regarding the
your minimum Verification sample size is tab above, and then enter the number of Verification process,

calculated correctly. approved applications on file as of October

‘Ist, per the instructions given. The number of For additional resources see the

Each SFA must determine which Verification applications you are required to verify will

automatically be calculated based on the
information you enter.

sampling method they are qualified to use by
first finding their
from the previous school year.

Calculator Links

Verification Sampling Methods

* Standard

* Alternate 1 - Random

® Alternate 2 - Focused




Verification Sample Size Calculator

There is a white box on the right side of the calculator. In this box,
enter the total number of applications on file as of October 15t that

Phase 2 are subject to verification.

Alternate 1 - Random

Instructions v

When using the Alternate One or Random Randomly select the required number of irect Verification Search. For detailed
Sampling method, the total number of applications to verify. In a Random selection, instructions on usi ing CNP Direct Verification,

applications that must be verified is equal to all applications, both Case Number (SNAP, refer to
3% of the total number of approved TANF, FDPIR) and Income-based, must have
applications on file as of October 1st, or 3,000 an equal chance of being selected.
applications, whichever is less.
SFAs must attempt to directly verify all
applications chosen for verification using the

Calculator

Total Number of Approved Applications on file as of October 1st: 0 I
Total Number of Applications to Verify: _




Verification Sample Size Calculator

The number of applications to be verified will be calculated and
shown in the blue box.

Remember, for this sampling method, SFAs can select from all applications
and do not have to choose from error-prone.

Alternate 1 - Random

Instructions v

ng the Alternate One or Random Randomly select the required number of CNP Direct Verification Search. For detailed
Sampling method, the total number of applications to verify. In a Random selection, instructions on using CNP Direct Verification,
applications that must be verified is equal to all applications, both Case Number (SNAP, refer to
number of approved TANF, FDPIR) and Income-based, must have

as of October 1st, or 3,000 an equal chance of being selected.

applications, whichever is less.
SFAs must attempt to directly verify all

applications chosen for verification using the

Calculator

Total Number of Approved Applications on file as of October 1st: 174
Total Number of Applications to Verify: < I




Verification Sample Size Calculator

Lastly, let's practice with the Alternate 2: Focused Sampling
calculator. Click on the link for Alternate 2 — Focused.

E FA Verification H Calculators » B Reports » "D History / Tools » & Logout

n Jessica Krug from ADE

Sample Size Calculators

Instructions

This Verification Sample Size Calculator is After determining the sampling method you Refer to the

provided as a tool to help you ensure that intend to use, select the appropriately labeled for additional details regarding the
your minimum Verification sample size is tab above, and then enter the number of Verification process,

calculated correctly. approved applications on file as of October

‘Ist, per the instructions given. The number of For additional resources see the

Each SFA must determine which Verification applications you are required to verify will

automatically be calculated based on the
information you enter.

sampling method they are qualified to use by
first finding their
from the previous school year.

Calculator Links

Verification Sampling Methods

* Standard

* Alternate 1 - Random
® Alternate 2 - Focused




Verification Sample Size Calculator

There are two white boxes on the right side of the calculator.

Phase 2 In the first box, enter in the total number of applications on file as of
October 1st that are subject to verification.

Alternate 2 - Focused

Calculator

Total Number of Approved Applications on file as of October 1st: 0 < I
Number of Income-Based Applications to Verify:
Number of Case Nu :

mber Applications on file as of October 1st:

’ 0
Number of Case Number Applicaticns to Verify: _




Verification Sample Size Calculator

The number of income applications to be verified will be calculated
and shown in the blue box.

Alternate 2 - Focused

Instructions =

Calculator

Total Number of Approved Applications on file as of October 1st:

1174
Number of Income-Based Applications to Verify: I
0

Number of Case Number Applications on file as of October 1st:

Number of Case Number Applicaticns to Verify: _




Verification Sample Size Calculator

In the second white box, enter the total number of case number
applications on file as of October 1st.

Alternate 2 - Focused

Instructions =

Calculator

Total Number of Approved Applications on file as of October 1st:

Number of Income-Based Applications to Verify: 1

Number of Case Number Applications on file as of October 1st:

1]
A
L

Number of Case Number Applicaticns to Verify:




Verification Sample Size Calculator

The number of case number applications to be verified will be
calculated and shown in the blue box.

Alternate 2 - Focused

Instructions =

Calculator

Total Number of Approved Applications on file as of October 1st:

Number of Income-Based Applications to Verify: 1

Number of Case Number Applications on file as of October 1st:

Number of Case Number Applicaticns to Verify:

IIS




Select Applications

The last step in Phase 2 is to randomly select the correct number of
applications as indicated by the Verification Sample Size Calculator.

As a reminder, if your sampling method requires choosing from
error-prone applications and you do not have enough error-prone
applications to meet the requirement, you must verify all error-prone
applications and then select additional applications at random to
meet the required number.

Once you have selected the applications, you are ready to move on
to Phase 3.
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Phase 3:
Verify Selected
Applications

October 1 -— November 15



Phase 3: Verify Selected
Applications

During Phase 3, SFAs will:

« Complete the Verification Tracking Form
for each application selected for
verification

e Conduct Direct Verification in CNP Direct
Certification/Direct Verification

 Contact the households and collect
documentation
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Best Practice: Verification
Tracking Form

For each application selected for verification,
ADE recommends printing the Verification
Tracking Form.

« Print and attach this form to each
application being verified.

« Fill this form out as you go through the
verification process.

« The tracking form has four steps to guide
the SFA from beginning to end through
what to do with each application selected
for verification.

Verification Phase 3: Verify
Verification Tracking Form

aaaaa
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https://www.azed.gov/sites/default/files/2017/05/VerificationTrackingForm.pdf

Verification Tracking Form

Confirmation Direct Con}’:sgtmg Results of
Review Verification Household Verification

Step 1: Confirmation Review

« The Confirming Official will check if the application was initially
certified correctly and will document the results on the tracker.

Step 2: Direct Verification

 Direct Verification will be conducted through CNP Direct
Certification/Direct Verification and the results will be
documented on the tracker.
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Verification Tracking Form

Confirmation Direct Con}’:sgtmg Results of
Review Verification Household Verification

Step 3: Contacting the Household

If the household was not verified in direct verification, the SFA
must then request documentation from the household to verify
the household'sincome.

Step 4: Results of Verification

Document the final results of verification.
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What ADE form is recommended to be printed and attached to each application
being verified?

A. Sources of Acceptable Documentation list
B. Verification Tracking Form
C. Verification Non-Response Rate Report

o



What ADE form is recommended to be printed and attached to each application
being verified?

A. Sources of Acceptable Documentation list
B. Verification Tracking Form
C. Verification Non-Response Rate Report

This form provides step-by-step guidance for conducting verification and it
should be used as the place to track all activities and outcomes of the

verification process for each application.
0 /2




Step 1: Confirmation Review

Contacting
the
Household

Results of
Verification

Confirmation Direct
Review Verification

The confirmation review is the first step of verification.

A school official who did not make the original eligibility decision
(known as the Confirming Official) will review the applications and
confirm that the correct eligibility was assigned when the application
was initially certified.

« The confirmation review can be completed when the application
is initially certified for eligibility, or it can be done during the time
of verification.

Refer to the tracking form for guidance on what to do when the initial
eligibility determination is incorrect.
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Step 1: Confirmation Review

Confirmation Direct Con}’:sgtmg Results of
Review Verification Household Verification

The Confirming Official must sign and date the household
application after it is reviewed.

OFFICE WEE DMLY
SiFronr Frons
Elligibiizy: Fras___ Radunad Danlsd___

Detarmining Officlal’s Elgreturs: Diata:

JCase ¥ Appliogtion DFocter Application  DDireotly Ceried: Date of Dlsregard: _ -
Tinzome &pplioation
|Houseteid e

Tkl brecacase —Por: OWeek DOBEWeekly (Every 2 Wieeks) 02w Bonih OMondhdy  OAnnusad

< 2 Esisobad For Verifloation: Confimming Officlals Sgnature: \ Dz
| Fro o Ll T T —_ Dal _
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Step 1: Confirmation Review

Contacting
the
Household

Results of
Verification

Confirmation Direct
Review Verification

The confirmation review can be waived if the SFA uses a technology-
based system that operates with a high level of accuracy in
processing applications.

If you are interested in the confirmation review waiver, it is
recommended to take the online training Step by Step Instruction:
How to Submit a Verification Confirmation Review Waiver for further
guidance on requesting the waiver.

Please note that this type of administrative relief does not apply to all
SFAs.
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https://www.azed.gov/sites/default/files/2020/11/How_To_Submit_Verification_Confirmation_Review_Waiver.pdf

Step 2: Conduct Direct Verification

Confirmation Direct Con}’:sgtmg Results of
Review Verification Household Verification

The next step in Phase 3 is to conduct Direct Verification.

ADE uses an online verifying system called CNP Direct Verification,
which allows SFAs to directly obtain confirmation from the following
agencies to verify students’ eligibility status:

« SNAP, TANF, FDPIR, Medical Assistance (MA)*, foster, homeless
and migrant programs databases.

*Medical Assistance (MA) is an additional data source that is not used for
Direct Certification. It is only used for Direct Verification.
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CNP Direct Certification/Direct Verification

In order to conduct direct verification, you will need permissions to
ADEConnect and CNP Direct Certification/Direct Verification.

If it is unclear whether the SFA has permissions to ADEConnect or
CNP Direct Certification/Direct Verification, please attempt
accessing through the ADE website.

 |If the SFA has permissions, continue to CNP Direct
Certification/Direct Verification.

« |If the SFA does not have permissions, he/she will need to contact
their Entity Administrator for permissions.

Applications
[Hide All]
Arizona Department of Education (79275) [-1
@ct Certification / Direct Verification w
CNP Verification Reporting w e
CNPWeb w e
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Step 2: Conduct Direct Verification

Contacting
the
Household

Results of
Verification

Confirmation Direct
Review Verification

Direct verification is only for students who have been selected for
verification.

Unlike direct certification, it is unallowable to search for all students
in CNP Direct Verification.

Only the student(s) selected for verification are allowed to be
searched in CNP Direct Verification.
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Step 2: Conduct Direct Verification

Confirmation Direct Con}’:sgtmg Results of
Review Verification Household Verification

Please refer to the online training Step-by-Step Instruction: How to
Conduct Direct Verification for detailed instructions on how to:

« Loginto ADEConnect and CNP Direct Certification/Direct
Verification.

« Search students using various methods.
« Save your search results.

Please ensure this training has been completed before moving on
to the next slide.
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https://www.azed.gov/sites/default/files/2017/04/How%20to%20Conduct%20CNP%20Direct%20Verification.pdf

Which ADE online training must be completed prior to moving on to the next
slide?

A. None, continue to the next slide

B. Step-by-Step Instruction: How to Conduct Direct Verification in CNP Direct
Certification/ Direct Verification

C. Step-by-Step Instruction: How to Submit the Verification Report in CNP

Verification
g 80




Which ADE online training must be completed prior to moving on to the next
slide?

A. None, continue to the next slide

B. Step-by-Step Instruction: How to Conduct Direct Verification in CNP Direct
Certification/Direct Verification

C. Step-by-Step Instruction: How to Submit the Verification Report in CNP
Verification

It is important to understand how to conduct Direct Verification prior to moving
on with the verification process.
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Step 2: Conduct Direct Verification

Confirmation Direct Con}’:sgtmg Results of
Review Verification Household Verification

Now it is time to refer back to the Verification Tracking Form, Step 2.

The tracker will explain the match results and if verification is
complete.

If the student was verified, verification is complete for the household.
Do not contact the household to provide income documentation.

If the student was not verified, the SFA will need to move on to Step 3
of the Verification Tracking Form.
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Which of the following are true for direct verification?

Required to conduct at least 3 times per year.

Search all enrolled students.

Need ADEConnect to access it.

Search only students who were selected for verification.
Only available during verification, beginning October 1.
|s the same as direct certification.

mTmoow P
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Which of the following are true for direct verification?

Required to conduct at least 3 times per year.

Search all enrolled students.

Need ADEConnect to access it.

Search only students who were selected for verification.
Only available during verification, beginning October 1.
|s the same as direct certification.

nTmoow>

Direct verification can only be conducted during verification, beginning October
1, via the CNP Direct Verification application in ADEConnect. It allows SFAs to
search only for students selected for verification using an additional data source,
Medical Assistance.
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Step 3: Contact the Household

Contacting
the
Household

Results of
Verification

Confirmation Direct
Review Verification

If the student was not verified in CNP Direct Verification,
documentation that supports the information on the application will
need to be provided by the household.

The SFA will notify the household that their application was selected
for verification and request income documentation.

« ADE's Notification of Verification Letter template can be used to
notify the households. The letter is available in English and Spanish.

« Thelist of Sources of Acceptable Documentation can assist SFAs
with determining if the documentation provided by households can
be accepted. This list is available in English and Spanish.
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https://www.azed.gov/sites/default/files/2017/05/V 4. ENG notification-of-verification-letter-school-meals SY 17_18.docx
https://www.azed.gov/sites/default/files/2017/05/Notice of Verification %28Spanish%29.docx
https://cms.azed.gov/home/GetDocumentFile?id=59517cb43217e10820723f27
https://cms.azed.gov/home/GetDocumentFile?id=5bbf701c1dcb250b5897ecc7

True or false: SFAs will need to contact the household when a student has been
verified in the CNP Direct Verification system.

A. True
B. False

o



True or false: SFAs will need to contact the household when a student has been
verified in the CNP Direct Verification system.

A. True
B. False

SFAs will only contact the household if the student was not verified. Refer to the
Verification Tracking Form, Step 2, if further explanation is needed.
0 87




Step 3: Contacting the Household

Next, the SFA will fill out the Notification of
Verification Letter and include the date by
which a response is due.

The due date is your decision. However, it is
important that this date is reasonable for the
household to supply the documentation
needed and gives the SFA enough time to
complete Phase 3 by November 15, when
verification closes.

The SFA must document the day the letter
was sent.

WE MUST CHECK YOUR APPLICATION

You must send the informaticn we need, or contact [name] by [date], or your childi{ren) wil stop receiving
ine mesls

Sehool
Date:

Dear

We are checking your Free end Esdused Brice School Mesls Application. The Richard B, Russell
Ntional Scheal Lunch Act requires the infarmation requested in arder ta verify your chid(ren)'s sligibility
for free or tedused prine mesls. IF you do not provide the information or provide incomplete information,
your child{ren) may no langer receive free or reduced price mesls. You must send us infarmation ta
support your childgren0's eligibility for meal benefits,

If possible, send coples, not ariginal papers. If you do send originals, they will be sent back to you anfy
you ssk. Dacumentstion of income or receipt of essistance may be provided from any point in time:
betwesn the menth pricr to spplicstion and the time you sre required to provide documentation

1.IF YOU WERE RECEIVING BENEFITS FROM SNAP. TANF OR FDPIR WHEN YOU APFLIED
FOR FREE OR REQUCED PRIGE MEALS, OR AT ANY TIME SINCE THEN, SEND US A COFY OF
ONE OF THESE:

*  SNAP or TANF or FDPIR Certification Notice that shows dates of certification
*  Letterfrom SNAP or TANF or FOPIR office that shows dates of certification
* Do not send your EBT card

2.IF YOU GET THIS LETTER FOR A HOMELESS, MIGRANT, OR RUNAWAY GHILD
Please contact [school, homeless n. head start or migrant coordinator] for sssistance

3. IF THE CHILD IS A FOSTER CHILD:
Provide written documentation that verfies the chiki is the legsl responsibilty of the agency o court or
provide the name and contact infarmation for s person at the sgency o court wha can veriy that the child
i= & foster child

4.IF NO ONE IN YOUR HOUSEHOLD RECEIVES SNAP or TANF or FDPIR BENEFITS

‘Send this page slong with papers that show the smount of maney your household gats from each source
ofincome. The papers you send must show the name of the parsan who raceived the incame, the date it
was received, how much wes recelved, and how often it wes received. Send information to:
[address]

Acceptable papers include:

JOES: Paycheck stub or pay envelope that shows the amount end how often pay is received; letter from
employer stating gross wages and how often you are paid; or, if you work for yourself, business or
faming papers, such as ledger or tex baoks.

SOCIAL SECURITY, FENSIONS, OR RETIREMENT: Sacial Security refirement benefit letier,
statement of benefits recaived, or pension SwWsrd natice

UNEMPLOYMENT, DISABILITY, OR WORKER'S GOMP: Notice of eligibility from Stste employment
security office, check stub, or lefter from the Worker's Compensation’s office.
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Step 3: Contacting the Household

The dates on the Notification of Verification
Letter should also be documented on the

You must send the informaticn we need, or contact [name] by [date], or your childi{ren) wil stop receiving
ine mesls

Verification Tracking Form in Step 3. o

Date:

Dear

We are checking your Free end Beduced Brica Schaol Mesls Applicstion. The Richard B. Russell

. .
Natianal School Lunch Act requires the information requested in arder to verify your chid{ren)s eligiility

is is a areat tool for s to keep track o e e e o e
your ohild(ren) may no longer receive free or rduced arine mesls. You must send us information to
suppart your chid@ran0’s eligivility for mesl benefits.

. .
If possible. send sopies, not arigins! papers. f you 4o send criginals, they will be sent back to you only
O' l I I I l el l a I O l l W el l S el l I I l o I I e e rS O you ssk. Documentation of income or recaipt of assistance may be provided from any point in fime

befween the menth prior ta spplication nd the time you are required to provide documentation
1. IF YOU WERE RECEIVING BENEFITS FROM SNAP, TANF OR FDPIR WHEN YOU APFLIED

FOR FREE OR REQUCEDN PRICE MEALS, OR AT ANY TIME SINCE THEN, SEND US A COPY OF
e households Heimas
:

*  SNAP or TANF or FDPIR Certification Notice that shows dates of certification
*  Letterfrom SNAP or TANF or FOPIR office that shows dates of certification
* Do not send your EBT card

2.IF YOU GET THIS LETTER FOR A HOMELESS, MIGRANT, OR RUNAWAY GHILD
Please contact [school, homeless n. head start or migrant coordinator] for sssistance

3. IF THE CHILD IS A FOSTER CHILD:
Provide written documentation that verfies the chiki is the legsl responsibilty of the agency o court or
provide the name and contact infarmation for s person at the sgency o court wha can veriy that the child
i= & foster child

4.IF NO ONE IN YOUR HOUSEHOLD RECEIVES SNAP or TANF or FDPIR BENEFITS

‘Send this page slong with papers that show the smount of maney your household gats from each source
ofincome. The papers you send must show the name of the parsan who raceived the incame, the date it
was received, how much wes recelved, and how often it wes received. Send information to:
[address]

Acceptable papers include:

JOES: Paycheck stub or pay envelope that shows the amount end how often pay is received; letter from
employer stating gross wages and how often you are paid; or, if you work for yourself, business or
faming papers, such as ledger or tex baoks.

SOCIAL SECURITY, FENSIONS, OR RETIREMENT: Sacial Security refirement benefit letier,
statement of benefits recaived, or pension SwWsrd natice

UNEMPLOYMENT, DISABILITY, OR WORKER'S GOMP: Notice of eligibility from Stste employment
security office, check stub, or lefter from the Worker's Compensation’s office.
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Step 3: Contacting the Household

If a household does not respond by the given due date, the SFA is
required to complete at least one follow-up.

This can be done by sending a second letter, sending an email or
calling the household.

Make sure the date that the second outreach was conducted is
documented and a due date for the household to respond by is
included.
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Step 3: Contacting the Household

Document the follow-up on the tracking form, as you did for the
original Notification of Verification Letter.

Also, be sure to have the Follow-Up Official sign and date the Office
Use Only section on the household application if a follow-up letter
was sent.

« This does not need to be a different individual than the
Determining or Confirming Official.

« Document that the Follow-Up Official has signed the application
on the Verification Tracking Form.

OFFICE USE ONLY

Eligibility: Free_ Reduced_ Denied___
Determining Official’s Signature: Date:

dCase # Application QOFoster Application  ODirectly Certified: Date of Disregard:
dincome Application
Household Size:

Total Income: Per: OWeek QBi-Weekly (Every 2 Weeks) O2x Month OMonthly OAnnual

2 Sel

T Date:
Faollow-Up Official’'s Signature:

o1



Step 4: Results of Verification

Confirmation Direct Con}’:sgtmg Results of
Review Verification Household Verification

The last step in Phase 3 is determining the results of verification.

If documentation from the household was received, compare the
documentation provided with the information provided on the
application.

When verifying an income application, be sure to look at the gross
income, not the net income.

« This is a very common mistake! Never use net income when
certifying or verifying household applications.

If documentation was not received from the household, their benefits

will be terminated and changed to paid. 0



Step 4: Results of Verification

Contacting
the
Household

Confirmation Direct
Review Verification

Results of
Verification

Once the results of verification have been determined, refer to Step 4
in the Verification Tracking Form to document the results.

The chart on the next slide provides a summary of what the results
mean.
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Step 4: Results of Verification

Responded, no change in
benefits.

Responded, original

determination changed to free.

Responded, original
determination changed to
reduced.

Responded, original

determination changed to paid.

No response, original

determination changed to paid.

Documentation provided supports the information on the
application.

Documentation provided does not support the information
on the application. The documentation provided increases
the student’s benefits.

Documentation provided does not support the information
on the application. The documentation provided decreases
the student’s benefits.

Documentation provided does not support the information
on the application. The documentation provided decreases
the student’s benefits.

The household did not provide any documentation, or the
documentation provided is incomplete and, therefore, the
student’s application is denied and changed to paid.
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Letter of Verification Results

After the results have been determined, mark
the correct benefits for the student on the
Letter of Verification Results and mail to the
household.

» For documentation purposes, write the
date the letter was sent and the date the
student’s eligibility change will be made
active (if applicable) in Step 4 of the
Verification Tracking Form.

The Letter of Verification Results is available
in English and Spanish.

WE HAVE CHECKED YOUR APPLICATION

Schaal
Date:

Dear

We checked the information you sent us to support that [name(s) of child(ren]] is ligible for free ar
ice meals and have decided that:
O Vour childiran)'s sligibility has not changed
O Starting [date]. your child(ren)'s eligibility for mesls will be changed from reduced price to free
becsuse your income s within the free mesl eligisility limits. Your child(ren) will receive mesls st no
cost

o

Starting [date], your child(ren)'s eligibility for mesls will be changed from free to reduced price
because your income is over the limit. Reduced price mesls cast [$] for lunch and [§] for breskfast
Starting [date], your child(ren) isfare no longer eligible for free or reruced price mesls for the
fallowing reason(s)

__ Records show that no ane in your househald received SNAP, FDPIR or TANF benefits

__ Records show that the childiren) is/sre not homeless. runsway. or migrant.

" Your income is over the limit for free or mesls

__ You did nat provide:

o

__ You did not respond o our request,

Mesls cost [5] for lunch and [$] for braskfast. If your household size or income changes, you may spply
again. If you were denied bensfits bacauss no one in the household raceived SNAF, TANF or FDPIR
benefits, you mey reapply based on income eligibility. If you did not provide proof of currant eligibility, you
will be asked to do 5o if you reapply.

If you disagree with this decision, you may discuss it with [name] st [phone]. You sisc have the right to
& fair hearing. If you request s hearing by [date]. your child{ren) will sontinue to receive free or

price mesls until the decision of the hesring officisl is made. ¥ou may request s hesring by contscting
[name]. [address], [phone number]. or [e-mail].

Sinceraly.

[signature]

The Richard B. Russeil National Schoal Lunch Act requires the information requested in order fo verify
your children’s eligibility for free or reduced-price meale. If you do not provide the information or provide
ineomplete information, your children may no langer receive free or reduced-price mesls

In accordance with Federal civil rights law and LS. Deparfment of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions parficipating in
o sdministering USDA programs are prohibited from dissriminating based on race, color, national srigin
sex, disabilty, age, or reprisal or retaliation for prior civil rights activity in any program or acfivity
sondusted or funded by USDA
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https://www.azed.gov/sites/default/files/2017/05/Results of Verification %28English%29.docx
https://www.azed.gov/sites/default/files/2017/05/Results of Verification %28Spanish%29.docx

Letter of Verification Results

If benefits have increased, this must be
active within three calendar days.

If benefits have decreased, the SFA must
allow the household 10 calendar days to
receive this letter and adjust to the new meal
benefits.

WE HAVE CHECKED YOUR APPLICATION

Schaal
Date:

Dear

We checked the information you sent us to support that [name(s) of child(ren]] is ligible for free ar
ice meals and have decided that:
O Vour childiran)'s sligibility has not changed
O Starting [date]. your child(ren)'s eligibility for mesls will be changed from reduced price to free
becsuse your income s within the free mesl eligisility limits. Your child(ren) will receive mesls st no
cost

o

Starting [date], your child(ren)'s eligibility for mesls will be changed from free to reduced price
because your income is over the limit. Reduced price mesls cast [$] for lunch and [§] for breskfast
Starting [date], your child(ren) isfare no longer eligible for free or reruced price mesls for the
fallowing reason(s)

__ Records show that no ane in your househald received SNAP, FDPIR or TANF benefits

__ Records show that the childiren) is/sre not homeless. runsway. or migrant.

" Your income is over the limit for free or mesls

__ You did nat provide:

o

__ You did not respond o our request,

Mesls cost [5] for lunch and [$] for braskfast. If your household size or income changes, you may spply
again. If you were denied bensfits bacauss no one in the household raceived SNAF, TANF or FDPIR
benefits, you mey reapply based on income eligibility. If you did not provide proof of currant eligibility, you
will be asked to do 5o if you reapply.

If you disagree with this decision, you may discuss it with [name] st [phone]. You sisc have the right to
& fair hearing. If you request & hearing by [date]. your child{ren) will continue to receive free or reduced.
price mesls until the decision of the hesring officisl is made. ¥ou may request s hesring by contscting
[name]. [address], [phone number]. or [e-mail].

Sinceraly.

[signature]

The Richard B. Russeil National Schoal Lunch Act requires the information requested in order fo verify
your children’s eligibility for free or reduced-price meale. If you do not provide the information or provide
ineomplete information, your children may no langer receive free or reduced-price mesls

In accordance with Federal civil rights law and LS. Deparfment of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions parficipating in
o sdministering USDA programs are prohibited from dissriminating based on race, color, national srigin
sex, disabilty, age, or reprisal or retaliation for prior civil rights activity in any program or acfivity
sondusted or funded by USDA
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Letter of Verification Results: Example

If a student is being changed to reduced or

paid, the benefit adjustment should occur 10
days from the date the results letter was sent

out. S

D Starting [date], your child{ren)'s eligibility for mesls will be changad from reduced price to free
becauss your incame is within the fra maal eligibility limits. Your child(ren) will receive meals &t no
cost

Starting [date], your child{ren)'s eligibility for mesls will be changed from free to reduced price
becsuse your income is over the limit. Reduced price mesls cost [$] for lunch snd [§] for breskfast

« For example. if the letter is sent out on o

___ Records show that no one in your household received SNAP, FDPIR or TANF benefits
__ Records show that the child(ren) is/are not homeless. runsway. o migrant.
mesls.

November 1 5th, the household should Sl

__ You did not respond o our request,

i th
have until November 25t before the R
sgain. If you were denied bensfits because no one in the household received SNAP, TANF or FDPIR
bensfits, you may respply based on income eligibility. If you did not provide proof of current eligitility, you
. . will be asked to do so if you respply.
If you disagres with this decision, you may discuss it with [name] at [phone]. You slsc have the right to
. s fair hearing. If you request s hearing by [date]. your child{ren) will continue to receive free or rduned
prine meals until the decision of the hesring officisl is made. You may request s hearing by contacting
[name], [address], [phone number), or [e-mail].

Date:

Dear

o

o

Sinceraly.

[signature]

The Richard B. Russeil National Schoal Lunch Act requires the information requested in order fo verify
your children’s eligibility for free or reduced-price meale. If you do not provide the information or provide
ineomplete information, your children may no langer receive free or reduced-price mesls

In accordance with Federal civil rights law and LS. Deparfment of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions parficipating in
o sdministering USDA programs are prohibited from dissriminating based on race, color, national srigin
sex, disabilty, age, or reprisal or retaliation for prior civil rights activity in any program or acfivity
sondusted or funded by USDA




Update Your BID

If benefits have changed as a result of verification, the BID must be
updated to reflect the new eligibility determinations.

« Three calendar days after the letter is sent for students whose
benefits increased as a result of verification.

« 10 calendar days after the letter is sent to reflect the new benefits
for students whose benefits decreased as a result of verification.

08



Step 4: Results of Verification

Contacting
the
Household

Confirmation Direct
Review Verification

Results of
Verification

At this point, the Verification Tracking Form will be filled out
completely from Step 1 to Step 4.

Let’s review all steps in Phase 3 to ensure all required actions have
been taken.

Phase 3
Review 99




Phase 3 Review

v

v

v

The Verification Tracking Form has been attached to each
application and filled out completely.

Direct Verification has been conducted on the selected student(s)
and the results have been printed.

Notification of Verification Letters requesting documentation of
eligibility have been sent to the households for student(s) not
verified in Direct Verification. This also includes a follow-up
attempt if the household does not respond to the first attempt.

All documents have been reviewed for households that have
submitted evidence supporting the information on the application.

The Letter of Verification Results have been sent to all households
selected for verification.
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By what date do all verification activities need to be completed?

October 1
October 31
November 1
November 15

OO wr




By what date do all verification activities need to be completed?

A. October 1

B. October 31
C. November 1
D. November 15

Verification is complete when the household provides adequate documentation
supporting the information on their application, or when the Letter of Verification
Results is sent to families who did not respond. These notices must be sent out

no later than November 15th.
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Phase 4:
Submit the
Verification

Summary
Report (VSR)

November 15 - February 1




Phase 4: Submit the VSR
During Phase 4, SFAs will:

Need permissions to ADEConnect

Categorize and count all needed
documents for submitting the report

Fill out and submit the Verification
Summary Report (VSR) in the CNP
Verification Reporting application in
ADEConnect
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ADEConnect

For this phase of verification, all SFAs will need permissions to the
CNP Verification Reporting application in ADEConnect to submit
VSR.

If it is unclear whether the SFA has permissions to ADEConnect or
CNP Verification Reporting, please attempt to access through the
ADE website.

 |If the SFA does not have permissions, he/she will need to contact
their Entity Administrator for permissions.

Applications

[Hide All]

Arizona Department of Education (79275) [-1
CNP Direct Certification / Direct Verification o
@l'ificatior‘ Rep@ W@
CNPWeb w &
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Submitting the VSR

Beginning on November 16t SFAs can begin submitting the VSR in
CNP Verification Reporting.

Before you begin your report, you will need to gather all of the
information you used to conduct verification, including the October 1
application counts and the results of each application selected for
verification.
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Submitting the VSR

To begin the VSR, log into CNP Verification Reporting through
ADEConnect and click on the “Verification” button as shown below.

Arizona Department of f Education
Welcome to

CNP Verification

\\\\\\\\\\\\
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Submitting the VSR

At the top of the report there is a status bar indicating the status of
the report. The status options are:

* Not Started: The SFA has not begun the report
« Pending: The SFA has begun the report but has not submitted

« Submitted: The SFA has submitted the report and is awaiting ADE
approval

« Approved: ADE has approved the SFA's report
CNP Verification

Not Started

Sponsor Name: Juniper Tree Academy
(14-87-59-000)
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Submitting the VSR

Let's become familiar with the areas of the report.

Step 1 of 23: identi i ituti
rar—— Total schools and Residential Child Care Institutions (RCCI)
Description:

escription Total schools and RCCls

The top of each
page shows which
step you are on, if

the stepisrequired, |- — — = — = — i i —

and instructions to | °
complete this step. | ViewSummary Report

| ions:
nstructions View, confirm and enter the number of NSLP schools and RCCls. Click 'Save & Continue’ after you've

entered the information.

——

[\l

Number Question Value CNPWeb

1-1A Per CNPWeb, this is the total number of schools (non-RCCls) that operate NSLP under your SFA. Please n
enter the number of non-RCCI schools that operate NSLP under your SFA.

1-2A Per CNPWeb, this is the number of RCCls that operate NSLP under your SFA. Please enter the number of “

RCCls that operate NSLP under your SFA.
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Submitting the VSR

Let's become familiar with the areas of the report.

Step 1 of 23:

Total schools and Residential Child Care Institutions (RCCI)
fep i

Description:
escription Total schools and RCCls

| ions:
nstructions View, confirm and enter the number of NSLP schools and RCCls. Click 'Save & Continue’ after you've

entered the information.

——

[\l

n—z—E—L—5—-5—7—S‘—Q—WCI—’W—’2—13—1é—15—'6—'7—’3—’9—2:‘—2’—2

o

This navigation
bar allows the il valve cNPwWeb
user to CI iCk on a 1-1A Per CNPWeb, this is the total number of schools (non-RCCls) that operate NSLP under your SFA. Please n
enter the number of non-RCCI schools that operate NSLP under your SFA.
step to move to
1-2A Per CNPWeb, this is the number of RCCls that operate NSLP under your SFA. Please enter the number of “
another page. RCCls that operate NSLP under your SFA.
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Submitting the VSR

Let's become familiar with the areas of the report.

Step 1 of 23: identi i ituti
rar—— Total schools and Residential Child Care Institutions (RCCI)
Description:

escription Total schools and RCCls
Instr|

View, confirm and enter the number of NSLP schools and RCCls. Click 'Save & Continue’ after you've
entered the information.

n—Z—Z—"——5—5—?—S—9-—1[]—"\—’2—15—14—15—'6—'T—’2—’9—ZC—Z'—22—23'
]

@Qusnm 214,224 234 254 |
View Summary Report Save 8 Continue M | Bsave
Hover over a step B2

to see which Number  Question Value

q uesti ons are on 1-1A Per CNPWeb, this is the total number of schools (non-RCCls) that operate NSLP under your SFA. Please
enter the number of non-RCCI schools that operate NSLP under your SFA.
that step.

-B-

1-2A Per CNPWeb, this is the number of RCCls that operate NSLP under your SFA. Please enter the number of
RCCls that operate NSLP under your SFA.
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Submitting the VSR

Let's become familiar with the areas of the report.

Step 1 of 23:

Total schools and Residential Child Care Institutions (RCCI)
fep i

Description:
escription otal schools and RCCls

| ions:
nstructions iew, confirm and enter the number of NSLP schools and RCCls. Click 'Save & Continue’ after you've

red the information.

n— 2=—3i—4—5—6— 78— 9 —10—11T—1R2— 13— 14— 15161718 =19 =20 = 21 = 22— 23"
o
Steps in gray are
not required for Number  Question Value cNPweb
thiS SFA- 1-1A Per CNPWeb, this is the total number of schools (non-RCCls) that operate NSLP under your SFA. Please n
enter the number of non-RCCI schools that operate NSLP under your SFA.

1-2A Per CNPWeb, this is the number of RCCls that operate NSLP under your SFA. Please enter the number of
RCCls that operate NSLP under your SFA.
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Submitting the VSR

Let's become familiar with the areas of the report.

Number Question Value CNPWeb @
1-1A Per CNPWeb, this is the total number of schools (non-RCCls) that operate NSLP under your SFA. Please

enter the number of non-RCCl schools that operate NSLP under your SFA.
1-2A Per CNPWeb, this is the number of RCCls that operate NSLP under your SFA. Please enter the number of “
RCCls that operate NSLP under your SFA.

Some questions provide you with data from CNPWeb. You will
confirm that the data is correct and enter the number into the
white box. If the data you are entering is different than what is
shown in CNPWeb, discrepancies should be evaluated by the
SFA to identify mistakes in either the VSR or in CNPWeb.
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Submitting the VSR

Let's become familiar with the areas of the report.

n—Z— 3i—m4—5—6— 7/ —8—909—10—11—12— 13— 14— 1516 17— 18—10— 20— 21— 22— 23"
o

Number Question

Value CNPWeb
1-1A Per CNPWeb, this is the total number of schools (non-RCCls) that operate NSLP under your SFA. Please n
enter the number of non-RCCl schools that operate NSLP under your SFA.
1-2A Per CNPWeb, this is the number of RCCls that operate NSLP under your SFA. Please enter the number of “
RCCls that operate NSLP under your SFA.

Use the “Back” button to move back a step. Click “Save &
Continue” to save the data and move to the next step. Click
“Save” to save the data and stay on this step. Click “Submit to
ADE" when all fields have been entered in the report and there
are no validation errors.
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Submitting the VSR

Let's become familiar with the areas of the report.

CNP Verification 2020-2021

© A\ Validation Failed! This Verification does not meet USDA requirements.
Validation Messages »

The system has edit checks in
place that validate the data
entered into the report. If the
system identifies any errors, you
will be notified with a red error
message at the top of the report.
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Submitting the VSR

Let's become familiar with the areas of the report.

CNP Verification 2020-2021

A\ Validation Failed! This Verification does not meet USDA requirements.

@ Validation Messages »

Click “Validation
Messages” to
expand the list of
errors.
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Submitting the VSR

Let's become familiar with the areas of the report.

CNP Verification 2020-2021

A\ Validation Failed! This Verification does not meet USDA requirements.

Validation Messages v

1-1B Per CNPWeb, this is the reported enrollment from your October claim(s). Please enter the number of students enrolled in your 1 message(s)
NSLP schools as of October 31st.

[FNS Error 81] - Total free and reduced price students cannot be greater than the total number of students in the SFA. Critical
Please correct the numbers reported in fields 1-1:B, 1-2:B, T-1, and/or T-2.

You will be provided with the reasons for the errors and how
to correct them. All validation messages must be resolved
prior to submitting the report.
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What happens after | submit my report?

After an SFA submits the report, the assigned School Nutrition
Programs Specialist will review the report to ensure the data was
submitted accurately.

 If revisions need to be made, the specialist will reject the report
and contact the SFA. The SFA will then make the necessary
revisions and resubmit the report.

* When no revisions need to be made, the specialist will approve
the report.
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Final Thoughts on Verification

The VSR can be submitted anytime between November 16t and
February 1st. The report must be submitted and approved by the
specialist no later than February 15t

SFAs who do not have a submitted and approved report by February
1st will have their reimbursements placed on hold until the report is
submitted and approved.

ADE will be providing virtual options for technical assistance with
submitting the VSR. Be on the lookout for announcements from ADE
on what will be available in November 2020.
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By what date must the VSR be submitted?

A. November 16
B. December
C. February 1




By what date must the VSR be submitted?

A. November 16
B. December1
C. February 1

All LEAs must submit the VSR by February 1st. Those who do not submit the
report by the deadline will have their reimbursements placed on hold.
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Technical Assistance

If you have any questions about verification, refer to
Section 6 of the USDA Eligibility Manual for School
Meals, or email ContactHNS@azed.gov to reach a
Health and Nutrition Services Specialist.



https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
mailto:ContactHNS@azed.gov

Congratulations

You have completed the Online Course: Verification
Review

In order to count this training towards your
Professional Standards training hours, the training
content must align with your job duties.

Information to include when documenting this
training for Professional Standards:

* Training Title: Online Course: Verification Review
* Learning Code: 3110

* Key Area: 3000 — Administration

* Length: 2 hours

Please note, attendees must document the amount of training hours indicated
on the training despite the amount of time it takes to complete it.




Training Certificate

Please click on the link below to complete a brief
survey about this training. Once the survey is
complete, you will be able to print your certificate of

completion from Survey Monkey.

*This will not appear in your Event Management System (EMS)
Account.

https://www.surveymonkey.com/r/OnlineHowToGuid
es

The information below is for your reference when
completing the survey:

» Training Title: Online Course: Verification Review
» Professional Standards Learning Code: 3110



https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with Federal civil rights law and U.S. Department of Agriculture
(USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and
employees, and institutions participating in or administering USDA programs are
prohibited from discriminating based on race, color, national origin, sex, disability,
age, or reprisal or retaliation for prior civil rights activity in any program or activity
conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for
program information (e.g., Braille, large print, audiotape, American Sign Language,
etc.) should contact the Agency (State or local) where they applied for benefits.
Individuals who are deaf, hard of hearing or have speech disabilities may contact
USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, AD-3027, found online at
http.//www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or
write a letter addressed to USDA and provide in the letter all of the information
requested in the form. To request a copy of the complaint form, call (866) 632-9992.
Submit your completed form or letter to USDA by: (1) mail: U.S. Department of
Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence
Avenue, SW, Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email:
program.intake@usda.gov.

This institution is an equal opportunity provider.



http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

